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BUREAU OF ENVIRONMENTAL HEALTH819  -

State of Texas
Records Retention ScheduleAPPROVED 6/5/2003 11/5/03

37 SPECIAL PROJECTS 3 3 O P

1.1.006 2 COMPLAINT FILE AC+2 AC+2 C P X AC=FINAL DISPOSITION OF THE COMPLAINT

1.1.007 7 ADMINISTRATIVE CORRESPONDENCE 3 3 O R P X

1.1.008 8 GENERAL CORRESPONDENCE 1 1 O O PAPER, ELECTRONIC

1.1.010 14 DIRECTIVES US+1 US+1 O P

1.1.011 16 EXECUTIVE ORDERS US+3 US+3 O A P X

1.1.014 17 LEGAL OPINIONS/PAPERWORK AV AV O R P

1.1.019 21 NEWS OR PRESS RELEASES 2 2 O R P

1.1.020 22 OPEN RECORDS REQUESTS APPROVED AC+1 AC+1 C P AC=DATE REQUEST FULFILLED

1.1.021 24 OPEN RECORDS REQUESTS DENIED AC+2 AC+2 O P AC=DATE OF DENIAL OF REQUEST

1.1.023 25 ORGANIZATIONAL CHARTS US US O A P

1.1.025 26 POLICIES AND PROCEDURE MANUALS US+3 US+3 O R P X

1.1.027 28 PROPOSED LEGISLATION AV AV O P

1.1.040 29 SPEECHES 2 2 O R P

1.1.043 30 TRAINING MATERIALS US+1 US+1 O P

1.1.057 731 TRANSITORY INFORMATION AC AC O O PAPER, ELECTRONIC/AC=PURPOSE OF RECORD 
HAS BEEN FULFILLED.

1.1.058 19 MEETING MINUTES/AGENDAS PM PM O A P

1.1.063 20 STAFF MEETING NOTES/MINUTES/AGENDA 1 1 O P

1.1.067 32 BIANNUAL/QUARTERLY PROGRESS REPORT 3 3 O R P

3.1.001 1656 APPLICATIONS FOR EMPLOYMENT-NOT HIRED 2 2 O P MAY CONTAIN SOME CONFIDENTIAL INFORMATION

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable
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3.1.014 46 INTERVIEW/SELECTION DOCUMENTATION 2 2 O P X MAY CONTAIN SOME CONFIDENTIAL INFORMATION

3.1.019 93 PERFORMANCE EVALUATIONS/JOURNALS 2 2 O P MAY CONTAIN SOME CONFIDENTIAL INFORMATION 
SUCH AS MEDICAL INFORMATION, SOCIAL 
SECURITY NUMBER, OR OTHER DATA PROTECTED 
BY THE PRIVACY DOCTRINE.

3.1.020 1658 PERSONNEL CORRECTIVE ACTION 
DOCUMENTATION/PERFORMANCE ADVISEMENT 
FORMS

AC+5 AC+5 O P MAY CONTAIN SOME CONFIDENTIAL INFORMATION; 
AC=TERMINATION OF CORRECTIVE ACTION

3.1.023 95 POSITION/JOB DESCRIPTIONS US+4 US+4 O P X

3.2.002 97 EMPLOYEE EARNINGS RECORDS 4 4 O P X

3.3 1655 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 O O PAPER, ELECTRONIC /AC=COMPLETION OF CLASS

3.3.015 101 PERSONNEL AUDITS US+3 US+3 O P CONVENIENCE COPY

3.3.023 31 TRAVEL AUTHORIZATION REQUESTS FE+3 FE+3 O P

3.3.031 50 EEO REPORTS & SUPPORT DOCUMENTATION 3 3 O P

3.4.007 121 LEAVE REPORTS FE+3 FE+3 C O PAPER, ELECTRONIC

4.4 3715 REMITTANCE REPORTS FE+4 FE+4 O P

4.5 1 BUDGET REQUESTS/REPORTS 6 6 O P X

4.5.006 124 ANNUAL OPERATING BUDGETS FE+3 FE+3 O P

4.7.008 9 FEDERAL CONTRACT/GRANT INFORMATION AC+3 AC+3 O P X AC=SATISFACTION OF ALL UNIFORM 
ADMINISTRATIVE REQUIREMENTS FOR GRANTS AND 
COOPERATIVE AGREEMENTS TO STATE AND LOCAL 
GOVERNMENTS (THE COMMON RULE).

5.1.001 125 CONTRACT/LEASE INFORMATION AC+4 AC+4 O P X

5.1.004 18 MAIL & TELECOMMUNICATIONS LISTINGS US US O P

5.1.005 198 COPIER/POSTAGE RECORDS FE+3 FE+3 O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable
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State of Texas
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5.2.004 43 BUILDING SPACE REQUESTS/INFO 1 1 O P

5.2.009 199 INVENTORY REPORT FE+3 FE+3 O O PAPER, ELECTRONIC

5.2.019 205 SERVICE ORDERS 1 1 O P

5.3 209 OFFICE SUPPLY REQUESTS FE FE O P

5.3 3679 PROCUREMENT CARD PURCHASES 
SUPPORTING DOCUMENTATION

FE+4 FE+4 O P

5.3.007 207 BID DOCUMENTATION FE+3 FE+3 O P

5.3.008 4752 PURCHASING LOGS FE+3 FE+3 O P

5.5.002 210 PHONE LOGS AV AV O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable


